
ARTICLE XI 
SICK LEAVE 

 
 1.  SECTION 1.  A Standard Form 71 will be utilized to request 
 2.  and/or document all sick leave.   
 
 3.  SECTION 2.  Employees shall earn and be granted sick leave 
 4.  in accordance with applicable statutes and regulations.  
 
 5.  SECTION 3.  Each employee is responsible to notify their 
 6.  supervisor or an individual designated by their supervisor 
 7.  as soon as practicable, normally by telephone, if they are  
 8.  prevented from reporting to work because of an 
 9.  incapacitating illness or injury.  In the event the 
10.  supervisor or designated individual is not readily 
11.  available, the employee will have fulfilled their 
12.  responsibility by contacting their supervisor’s office and 
13.  providing notification to an individual.  Employees, other 
14.  than those identified below, will make every reasonable 
15.  effort to give notice of incapacitation prior to the start 
16.  of their scheduled shift, but will insure that notice is 
17.  given within the first one (1) hour after the beginning of 
18.  the scheduled shift.  Employees may only leave a message on 
19.  their work site answering machine after the start of the 
20.  shift through the first hour.   
 
21.  SECTION 4. Employees who provide fire protection services 
22.  and medical care/support services or other around-the-clock 
23.  services,  will make every reasonable effort to notify their 
24.  supervisor or the designated  individual at least two (2) 
25.  hours prior to the beginning of their scheduled shift, but 
26.  will insure that such notice is given prior to the start of 
27.  the shift. 
 
28.  SECTION 5. An employee who becomes ill at work will notify 
29.  their immediate supervisor or other official in their 
30.  supervisory chain prior to departing the work site except 
31.  when emergency care is necessary.  Where an employee leaves 
32.  the worksite without providing notice to the supervisor or 
33.  supervisory chain, verification of emergency care will be 
34.  required.  Employees who leave work and utilize sick leave 
35.  shall be subject to the above reporting requirement 
36.  beginning on the following workday.  When any absence due to 
37.  illness extends from one workweek into another, the employee 
38.  shall notify his supervisor on the first workday of the 
39.  second week and on the first workday of each week thereafter 
40.  until his return to duty, unless the employee has provided 
41.  an acceptable medical certificate specifying the period the 
42.  employee will be incapacitated for work.   
 
 
43.  SECTION 6.  Except for the exception specified in SECTION 8 
44.  below; each employee shall furnish an acceptable medical 



45.  certificate within seven (7) calendar days after return to 
46.  duty to substantiate all periods of absence due to sickness 
47.  or injury, excluding on the job injuries, which exceeds 
48.  three (3) consecutive workdays.   
 
49.  SECTION 7:  An acceptable medical certificate is an original 
50.  medical certificate which contains as a minimum, the name of 
51.  the facility and/or provider,  address, and telephone 
52.  number,  signed by a registered practicing physician, 
53.  licensed practitioner, or other appropriate medical office 
54.  personnel certifying to the duration of incapacitation, 
55.  examination, treatment, or disability of an employee.  
56.  Details of the diagnosis and treatment are not required on 
57.  the medical certificate.   Employees that have been issued a 
58.  letter of requirement shall provide, an acceptable medical 
59.  certificate to substantiate any absence due to sickness or 
60.  injury, excluding on the job injuries, regardless of 
61.  duration.    
 
62.  SECTION 8:  In twenty-four (24) hour, seven (7) day a week 
63.  worksites, for the period beginning at 12:01 a.m. on the 
64.  Saturday prior to Thanksgiving and ending at midnight on the 
65.  Sunday following Thanksgiving and also, beginning at 12:01 
66.  a.m. the Saturday prior to Christmas and ending at midnight 
67.  the Sunday following New Years Day the following augmented 
68.  sick leave procedure will apply:   The use of sick leave 
69.  during the above specified period will require the employee 
70.  to provide their immediate supervisor with an acceptable 
71.  medical certificate within seven (7) calendar days after 
72.  their return to work for any amount of sick leave used 
73.  during the above specified period.    
 
74.  SECTION 9.  To assist the Agency in providing the employees 
75.  the opportunity to use their sick leave for non-emergency 
76.  medical, dental, or optical examination, employees should 
77.  keep their supervisors apprised of any scheduled 
78.  appointments. 
 
79.  SECTION 10.  A Letter of Requirement may be issued to any 
81.  employee by the Employer where there is reason to suspect 
82.  the employee is abusing sick leave.  Reasons include but are 
83.  not limited to a pattern of sick leave usage not verified by 
84.  acceptable medical certificates or excessive sick leave 
85.  usage with no knowledge by the Agency of any long term 
86.  medical condition which would necessitate such usage.   
 
87.  SECTION 11.  A Letter of Requirement will be reviewed after  
88.  six (6) months from the date of issue.  If the conditions of 
89.  the letter of requirement have been met, the letter will be  
90.  withdrawn; otherwise, the requirement may be extended for an 
91.  additional six (6) month period.  
 
92.  SECTION 12.  Unearned sick leave may be requested in 
93.  accordance with applicable statutes and regulations.  


